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Standard Operating Procedure 
Property Abandonment 


Subject: Property Abandonment for Medical Sheltering Sites 


1. Introduction 
The purpose of this Standard Operating Procedure (SOP) is to provide guidance to Medical 
Shelter Site Management on the process of handling abandoned client property. 


Client property will be classified as abandoned if the client has left personal property in the 
quarantine and isolation facility after discharge, hospitalization with no discharge date and/or 
against medical advice (AMA). 


2. Process 
1. COVID-19 Tech and/or caregiver will enter the room with 1 witness (another staff 
member that can observe inventory/removal of patient items). 
2. COVID-19 Tech and/or caregiver will complete a full-inventory of all patient 
items using the “Patient Belongings Inventory Log.” 
3. COVID-19 Tech and/or caregiver will place all items in a clear plastic bag. 
4. COVID-19 Tech and/or caregiver will tie the bag and staple “Patient 
Belongings Inventory Log” to patient item bags. 
a. If there is more than 1 clear plastic bag utilized, COVID-19 Tech and/or 
caregiver will make copies of the “Patient Belongings Inventory Log” and 
staple to each bag. 
5. COVID-19 Tech and/or caregiver will place items at “Client Belongings” 
location. 
6. COVID-19 Tech and/or caregiver will provide a copy of “Patient Belongings 
Inventory Log” to First to Serve, Charge RN and Site Management. 
a. First to Serve will make 3 due diligence attempts via phone, outreach 
attempts and/or e-mail to inform the patient of left behind items. 
b. Site Management will log items onto the “Patient Inventory Log.” 


7. After 3 due diligence attempts and 20 business days (weekdays) after 
discharge, Site Management will dispose of patient items. 
a. Exception: Patient Items that have been left in room due to 
hospitalization will be held until further notice from First to Serve and Charge 
RN. 


3. Inventory Log 
1. Staff shall use the “Patient Belongings Inventory Log” when removing items 
from a client room or contraband storage area. 


Health Services 
DHS - Central Los Angeles Quarantine/Isolation Site 


Patient Belongings Inventory Log 


Patient Name: DOB: 
Room #: Patient Contact #: 


Admit Date: Transfer Date: Discharge Date: 


Quantity Clothing & Shoes Quantity Valuable Items 
(Description) (Description) 


Quantity Equipment/DME Quantity Other Personal Items 
(Walker, Cane, Wheelchair) (Glasses, Dentures, etc.) 


Staff Print Name & Signature: Date: 


Witness Print & Signature: Date: 


Date Items Collected: Number of Bags Collected: 


Client Print & Signature: Date: Time: 
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